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APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on complotini thir form. Forward signed original to 
Deplnmmt of Archim and History, Rwwds Management Division, &I Capitol Avenue, Atlanta, Georgia, 3(3334. 

f Human Resources  

'Cornun i t y  Tubercu los i s  Control Unit 

Working lith 

klh btut 
1968 t o  d a t e  

A d m i n i s t r a t i v e  A ide  GIST 231 -61 69 Bonnie Green 

3. Action R a q w m d  
1__L 

T u b e r c u l o s i s  C o n t r o l  C l i e n t  Records (see a t t a c h e d  l i s t i n g )  

J- Embiisn Rmntion Schduk; record will oontinua to accumulate. 

See A t tached .  

File is arra 

. 

d: 

1 

1. Monthly R d r n n e r  Rat. How often am records referred to which are: 

One to six months old .- :: Sewn to twelve months old ; Thinwn to twenty-four months old- 
twentvbfiw months and older ? - I )-.. #. Ann4 R i a  of Armmulation d R m d r  
Lmtr4a drawus : Lqd4n drawers ; Shelves : othw /w-fid 
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1% Appiowd Dhpodt&~ lmrmclfonr . This agency facMnnmndr that Ihi file sorim b cut off at &a cad of a&: 
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o HOU in the &ant tiles area .m th ( r ) '  year(s);then . . . . .  . ;  

0 Transfer to Iwl holding amqhold wadsl; tha  . .  

a 0r)u t s w w  
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0 Trader to Staa Rmrds Cantw; hod 
0 Dnaoy. 
0 Trmsf8r to SIIU &drives for prmrn&~ retention. 
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77- 2 15- PI 
Tubercu los i s  Control X-Ray Screening Negat ive  - Cut  off f i l e  a t  the end of the - F i l e s  
Documents r e l a t i n g  t o  determining i f  , years;  then destroy. 
persons screened i n  a n  X-ray Clinlc 
are i n f e c t e d  or diseased w i t h  tuber-  
c u l o s i s .  

Inc luded  are X-ray f i l m s  f r o m  County t r a n s f e r  to S t a t e  Records Center, ho ld  8 
X-ray C l i n i c s  and private p h y s i c i a n s .  

calendar year;  hold i n  current f i l e s  area 3 

Positive - U p o n  d e c l a r a t i o n  the p a t i e n t  i s  
inactive, p l a c e  X-ray i n  the inactive f i l e ,  
h o l d  7 y e a r s  i n  current f i l e s  area then 

years  then d e s t r o y .  

F i l e s  a r e  arranged w i t h i n  two sec- 
tions, p o s i t i v e  and n e g a t i v e ,  there- 
under b y  patient ident i f ier .  

77-2Lq-e 
Tuberculosis c Suspec t  F i l e s  
Documents r e l a t i n g  t o  i d e n t i f y i n g  
and l o c a t i n g  persons  suspec ted  of  
be ing  infected w i t h  t u b e r d u l o s i s  . 
Inc luded  are Basic TB Service Record  

(PD 5.3) Interstate Reciprocal  Noti- 
fication of Disease (NCDC- HEW, H S 4  
4.337);  TB C u l t u r e  I d e n t i f i c a t i o n ;  
Weekly Labaratory I n f e c t i o u s  Agent  
Repor t  (3082); reference t y p e  ma ter ia l  
i n c l u d i n g  correspondence, p h y s i c i a n ' s ,  
memoranda and notes and similar and 
r e l a t e d  in format ion .  

F i l e s  are arranged w i t h i n  two section6,p.) 
thereunder  a l p h a b e t i c a l l y  b y  name. "rJ 

7 7- 

X-rays t o  b e - r e c y c l e d  accord ing  to  current 
S ta t e  guidelines. 

Basic TB Service Record 
Negat ive  - ,Upon  r e c e i p t  of n e g a t i v e  test  
r e s u l t s ,  p2ace document i n  n e g a t i v e  r e s u l t s  
a rea ,  c u t  .off f i l e  a t  the end of each ca lendar  
y e a r )  h o l d  i n  current files area 3 years;  then 
des t roy  . 
--- Positive - U p o n  r e c e i p t  of positive test 
r e s u l t s ,  p l a c e  document in positive r e s u l t s  
area, cut o f f  f i l e  a t  the end of the ca lendar  
year ,  h o l d  i n  current f i les  area  7 years; 
then d e s t r o y .  

I n t e r s t a t e  Rec iprocal  Notif i ication of Disease 
Cut  .off f i l e  a t  the end of the d l e n d a r  y e a r ,  
h o l d  i n  current f i l e s  area 3 years ;  then des t roy !  

TB C u l t u r e  I d e n t i f i c a t i o n  
* Positive - Place  i n  TB Case  F i l e  

N e g a t i v e  - Upon rece ip t  of n e g a t i v e  test  r e s u l t s ;  
p l a c e  document i n  n e g a t i v e  results a r e a ,  cut-ofF 
f i l e  a t  the end of each c a l e n d a r  year; hold i n  
current f i l e s  area  3 years ;  then d e s t r o y .  

Weekly Laboratory Infectious Agent Report - 
Destroy when no l o n g e r  need& for refereke. 

Tuberculosis Contact F i l e s  Tubercu los i s  I n t e r v i e w e f ' s  Sheet - 
Documents r e l a t i n g  to  i d e n t i f y i n g  
cvntacts to  diagnosed c a s e s  of  in- 
fectious t u b e r c u l o s i s .  Preventive Treatment Roster 

Inc luded  a r e  TB I n t e r v i e w e r ' s  Sheet ho ld  i n  c u r r e n t  f i l e s  area 5 years ;  then 
(OD 5.10);  Preventive Treatment des t roy -  
R o s t e r  and s i m i l a r  and r e l a t e d  
informa tion. 

Destroy when'mmputer  repcvt i s  verified. 

Cut-of f  f i l e  a t  the end of the f i s c a l  year;  



.. 
' d 7 7 - 1 5 t l - A  

Tubercu los i s  Control Program Manage- 
ment Evaluat ion  F i l e s  h o l d  i n  c u r r e n t  f i l es  area 5 years;  then retire 
Documents r e l a t i n g  t o  e v a l u a t i n g  pzo- 
gram effectiveness w i t h  a view to  mak- 
i n g  program improvements.  Included 
are: forms prescr ibed  b y  U n i t e d  
S t a t e s  Department of  Heal th ,  Educat ion,  
and We l fare ,  P u b l i c  H e a l t h  Service, 
Center for Disease  Control, Bureau 
of S t a t e  Services, Tubercu los i s  
Control Division: CDC 5.62 (Summary 
Repor t  - Indices of Drug Therapy);  

' CDC 5.61 (Summary Repor t  - Index 
of  B a c t e r i o l o g i c  Conversion of Sputum); 
CDC 5.63 (Summary R e p o r t  - Completion of 
Prevention Treatment);  CDC 5.4018-5 
(Tubercu los i s  Program Management R e  
port - Contact and O t h e r  Infected 
Persons Under S u p e r v i s i o n ) ;  CDC 
5.4018.1 (Tuberculosis Program 
Managment Report - Case R e g i s t e r ) ;  . and CDC 5.1393 (Annual Tubercu los i s  
S t a t i s t h a 1  Suimnary). The f i l e  i s  
arranged by f i s c a l  year .  

Cut -o f f  f i l e  a t  the end of the f i s c a l  year;  

to S t a t e  Archives for  permanent  retention. 

i 



FOR AGENCY USE 
Qplication Date 

5/24 /77  

Ippllcation Number 

- 

lnduded are: Forms prescribed by U,S. Department of Health, Education and Welfare, 
Publ ic  Health Service, Center f o r  Disease Control, Bureau of S t a t e  Service 
Tuberculosis Control Division. 
CDC 5.61 - Summary Report - Index of Bacteriologic Conversion of Sputum. 
CDC 5.62 - Summary Report - Indices  of Drug Therapy. 
CDC 5.63 - Summary Report - Completion of Prevention Treatment. 
CDC 5.4018-5 - Tuberculosis Program Management Report - Contact and Other 

CDC 5.4018-1 - Tuberculosis Program Management Report - Case Register.  
CDC 5.1393 - Annual Tuberculosis S t a t i s t i c a l  Summary. 
By f iscal  year with t h e  exception of t h e  Annual Tuberculosis Statist ical  
Summary (Form CDC 5.1393) which is arranged by calendar year. 

'Imo' ; thirteen to twenty-four months old 

Infec ted  Persons Under Supervision. 

File is  arranged: 

I. Monthly Reference Rate 

One to six months old 
twenty-five months and older l f Y r '  ? 

How often are records referred to which are: 
llmo. , 'Imo' ; Seven to twelve months old 

- 
4 l inear  inches pel: 1. Annual ROW of Accumulation of Records 

'Leaer-size drawers ; Legal-size drawers ;Shelves ; 0- (qDm'fyj Tp 

*-M)-71. R w . 7 6  (084 

FOR RECORDS MANAGEMENT USE 
Application Number 

'* %!%&%y of Human Resourc,es 
Division of Physical Health 

Bldg. 512, Northwest Ga. Regional Hosp. 'DsteHm,vrd 
Community Tuberculosis Control Unit 37-15q 
Rome, Ga. 30161 D.JbBmf';:g77 MAY 2 7 1977 

L. Dates of Series 
Earliest Latest 
1963 To d a t e  

5. Remrds Series t i t l e  (followed by title usw'in office; if different) 

Tuberculosis Control Prograu Management Evaluation F i l e s  
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1 .  
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b noes the series contain confidential information requiring security handling? If yes, cite law or regulation. 

NO 10. Questionnaire (Place an "X" in the proper colum) . .  . .a. -Itthis the official copy of the series? 
- 4  If n o t  where is  it? - 

X 
X I  I c. I s  this a vital record? 
X I  I d. Does this series have historical or long term research value? 

~ 

e. When one or two documents in the fi le make it necessary to keep the entire fi le for a long hriod, could these 

1. Retention Requirements The following requires the wries to b kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
CDC considers their copies of these reports as resource records. 
years after the data is updated in the CDC computer. 

CDC (per fi. Sara Owens) states that 
They retain the forms 5 

e_ 

2 Aoomved Disposition Instructions This agency recommends that the file series b cut otf at thb end of rch: 
a Calender Year: 8 Fiscal year; 0 Other 

ynth(s1 5 year(s); then 

then, 

a Hold in the current files area 
S% Transfer to locsl holding area, hold 
0 Transfer to State Records Center; hold 
'I# Destroy, * --p+ 
D Transfer to State Archives for permanent retention. 

year($); then 
yea&); then 

Other (Specitvl 
-1 Tuberculosis Stat ist ical  h & r y  (porn CDC 5.13932 - c u t  o f f  f i l e  a t  end  of^^ 

' '  .each ca~lendar-V,ear :~-hold~ i n  c u r r e n t  f i  les area 5 vears;.~tl?en~  transfer to l oca l  ~~ 

ho ld ing  area; ho ld '20 years; t h e n  destroy.  

c 

:ecommandationi in para- 
raph 12 are approved. 
If diwpp&d, onad, letter 
f bxplanation.) 


